
                                            
 

 

CITY OF LOS ALTOS 

COMMUNITY DEVELOPMENT DEPARTMENT   

BUILDING DIVISION 

PHONE NO. (650) 947-2752  FAX NO. (650) 947-2734 

WWW.LOSALTOSCA.GOV 

 
COMMERCIAL SUBMITTAL REQUIREMENTS  

New Commercial buildings, additions, multi-use & Multi-Family 

EFFECTIVE MARCH 1, 2018        
 
Plan Submittal Hours - 7:30 a.m. – 11:30 a.m. and 1:00 p.m. – 4:00 p.m.  (M-W-TH) 

                                                    8:30 a.m. – 11:30 a.m. and 1:00 p.m. – 4:00 p.m.  (tuesday) 

                                                    7:30 A.M. – 11:30 a.m. and 1:00  p.m. – 3:00 P.M.   (FRIDAY) 

                                  (closed every other friday) 

         

Please Note: The planning division must review and approve the construction 

   drawings ensuring all conditions of the design approval have  

   been met prior to submitting them to the building division.   

 

The 2016 California Code of Regulations, Title 24, including but not limited to, Building, 

CalGreen, Energy, Electrical, Mechanical and Plumbing Codes, were Adopted January 1, 2017. 

 

An application for a permit for any proposed work shall be deemed to have been abandoned 180 

days after the date of filing, unless such application has been pursued in good faith or a permit 

has been issued. 

 
THE FOLLOWING INFORMATION SHALL BE INTEGRATED INTO FOUR (4) SETS 

 OF PLANS AS APPLICABLE: 

 
  1. GENERAL INFORMATION 

  2. TITLE PAGE 

  3. PLOT PLAN 

  4. KEY PLAN 

  5. ARCHITECTURAL PLANS (floor plan, elevations, sections, other details) &                            

 STRUCTURAL PLANS & CALCULATIONS (structural framing details, anchorage and 

bracing of walls and equipment, suspended ceiling framing, other details as 

applicable) 

  6. DETAILS 

  7. PLUMBING PLAN (including relevant information from architectural plan) 

  8. MECHANICAL PLAN (including relevant information from architectural plan) 

  9. ELECTRICAL PLAN (including relevant information from architectural plan) 

10. TITLE 24 (energy requirements including relevant information) 

11. STRUCTURAL CALCULATIONS 

12. SPECIAL INSPECTION 

13. CIVIL DRAWINGS/GRADING AND DRAINAGE PLAN 

14. BLUEPRINT FOR A CLEAN BAY GUIDELINE 

15. CAL GREEN BUILDING REQUIREMENTS 

 

 

 

**SEPARATE STRUCTURES REQUIRE SEPARATE PERMITS** 

 

 



 

 

 

1.         GENERAL INFORMATION 

 

➢ Requested phased construction work shall be approved by Community Development prior 

to submitting plans.  Separate plans, permits and fees shall be collected at the time of 

application. 

➢ An application for a permit for any proposed work shall be deemed to have been 

abandoned 180 days after the date of filing, unless such application has been pursued in 

good faith or a permit has been issued.  

➢ The City of Los Altos is a combination jurisdiction.  All rough inspections 

(framing/electrical/plumbing/mechanical) shall be completed and ready for requested 

inspections at the same time.  No partial inspections performed.  No phased work. 

➢ Los Altos is located within seismic design category e 

➢ Basic wind speed is 110 mph. this can be verified with ASCE-10.  Most areas of Los Altos 

 can be classified as wind exposure category B.  However, some areas may meet the 

 criteria for exposure C.  The design professional is responsible for justifying the 

 exposure selected for the specific area of construction. 

➢ exposure b terrain; California energy commission  climate zone 4. 

➢ All sheets of plans and documents shall include the project address, the   

 name and address of the owner, and the name and address of the architect or designer. 

➢ All copies of plans and documents shall be “wet signed” by the appropriate    

  architect, designer, and/or engineer (i.e. original signature and stamp is required on 

 each copied sheet. 

➢ Show scale for all drawings and details.  minimum acceptable scale is ¼” = 1’. 

➢ A completed Los Altos Statement of Special Inspections Form is required 

 for commercial projects. 

 

 

 

2.         TITLE PAGE 

 

➢ Index of drawings  

➢ All applicable conditions of approval shall be incorporated and printed on title page 

➢ List applicable building codes (2016 California codes) 

➢ Scope of work 

➢ Occupancy group(s) 

➢ Type of construction 

➢ Allowable building and floor area calculations 

➢ List gross tenant area per each floor and each tenant. 

 

 

 

3.         SITE PLAN 

 

➢ Show lot dimension of entire parcel, property lines and street and alley location(s). 

➢ Show approximate location of sewer run and required back flow water and relief 

 valve location.  

➢ Show building footprint with all projections and dimensions to property lines. 

➢ Show vicinity location map and north arrow. 

➢ Show parking layout, driveway locations and new sidewalks.  Fully detail all disabled 

 accessibility features. 

➢ Show exit door locations 

 

 

 

4.          KEY PLAN 

 

➢ Show location within building where work is being done. 

➢ Show path of travel from space to exterior exits. 

➢ Show path of travel to main entrances for accessibility per State and ADA Disabled 

Access Regulations. 

 

 



 

 

 

5.           ARCHITECTURAL AND STRUCTURAL PLANS 

 

➢ Basement/below grade structures to show required excavation with cuts that would be 

less than or equal to 2:1 horizontal to vertical ratio.  A cross section of cuts through 

the site beginning at the property lines to determine if a shoring plan is required per 

chapter 33. 

➢ The minimum acceptable scale is ¼” = 1’.  Site plan may be 1/8” =1’. 

➢ Provide floor framing plan (existing layout and proposed improvements). 

➢ Provide roof framing plan.  Include wet signed calculations for any  manufactured truss 

 systems (if applicable).  In addition to truss engineer, the engineer of record shall 

 also review and stamp applicable truss calculations. 

➢ Provide architectural floor plans and seating plan within assembly use areas. 

➢ Provide exit location(s), path(s) and lighting. 

➢ Show exterior elevations when changes to existing are made. 

➢ Provide structural material specification. 

➢ Provide structural and architectural details. Provide typical cross sections in each 

direction where necessary. 

➢ Provide reflected ceiling plans with bracing and support details. 

➢ Provide details of all features and fixtures in compliance with ADA and the State 

Building Code Disabled Accessibility Standards (Chapter 11A or 11B) 

➢ Provide elevations showing location of mechanical equipment. 

➢ Only gas fireplaces may be installed in new construction per Chapter 12.64 of the 

       Municipal Code. 

 

 

 

6.           DETAILS 

 

➢ Provide the window schedule, listing sizes and types.  Detail safety glazing locations. 

➢ Provide the door schedule, listing sizes and types. Detail fire ratings, hardware, 

       closers and thresholds.  

➢ Provide flashing details.  Show vertical and vertical to horizontal junctures of 

 materials. 

➢ Detail footings, piers and grade beams. 

➢ Show changes to floor or to foundation system (i.e. slab to wood frame). 

➢ Detail all post and girder connections. 

➢ Detail all roof framing. 

➢ Provide lateral loads for handrails, guardrails and include support details. 

➢ Show structural sections with details at foundation, floor and roof levels. 

➢ Show detail of fire separations with assembly numbers and sections. 

➢ Provide detail of all fire penetrations and openings, including assembly numbers. 

➢ Provide cross section of fire rated corridor, shafts, door ratings, smoke/fire damper 

 locations. 

➢ Provide finish schedule with flame spread ratings. 

 

 

7.           PLUMBING 

 

➢ Provide a listed accessible back flow water and relief valve installed for all new, 

repaired, replaced or altered building sewers. 

➢ Provide plumbing fixture and single line schematics with pipe size calculations.  Isometric 

diagram may be required for complex plumbing plans. 

➢ Show chemical waste and piping plan.  Water Pollution Control and Hazmat approval is 

required. 

➢ Provide isometric diagram for all gas piping.  Show distance and location from meter to 

most remote fixture; include sizes of all branch lines with distance and BTU ratings of 

all gas appliances. 

➢ Provide State Architect certified earthquake-actuated gas shutoff valves at all new, 

relocated and replaced gas utility meters. 

 

 

 



 

 

 

8.          MECHANICAL PLAN 

 

➢ Provide HVAC plans:  location, size, duct layout and smoke/fire dampers. 

➢ Provide roof/wall penetration details and specifications. 

➢ Provide environmental and product conveying duct plan. 

➢ Show gas piping and sizing calculations. 

➢ Show exhaust hoods, sizing calculations, make up air returns and extinguishing systems. 

➢ Include kitchen plan for commercial kitchens and Santa Clara County Health 

 Department approval prior to building permit issuance. 

 

 

 

9.           ELECTRICAL PLAN 

 

➢ Provide size and location of all electrical panel installations.  All new,  

       relocated, and additions exceeding 50% of the floor area and/or seven hundred and 

       fifty (750) square feet or more, excluding basements shall have all utilities installed 

       service lateral (underground). 

➢ Show outlets, fixtures, switches, service panels and subpanel. 

➢ Show wire and conduit sizes on electrical one-line drawings. 

➢ Show electrical ceiling lighting plans, including exit lighting as applicable. 

 

 

 

10.           TITLE 24 ENERGY DOCUMENTS –  (2)  8-1/2  X 11 COPIES  REQUIRED 

 

➢ Include Form ENV-1, MECH-1, LTG-1, Etc. with all required signatures on 

 documentation.  Include list of mandatory features. 

➢ Show complete calculations based on scope of work. 

 
 

11.        STRUCTURAL CALCULATIONS –  (2)  8-1/2  X 11 COPIES  REQUIRED 

 
➢ Design for Seismic Zone D & E/Wind speed 110 mph/Exposure B 

➢ Calculations are necessary for retaining walls over 4’, non-standard construction and 

 all one and two-story structures unless meeting single-story framing requirements in 

 the 2016 California Residential Code.  Copies to be wet-signed 

 

 

 

12.        SPECIAL INSPECTION 

  

➢ Where Special Inspection or Testing is required by C.B.C. Section 1705 the design 

 professional shall incorporate a statement of Special Inspection into the plans.  The 

 context of the statement shall include the materials, systems, components, and work to 

 be verified by the registered professional.  Such verifications shall be identified as to 

 whether it will be continuous inspection or periodic.  Work that is minor in nature for 

 light framed construction, as determined by the Building Official, may be inspected and 

 documented by the engineer of record and shall be made available at the building 

 department’s request. 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

13.        CIVIL DRAWINGS/GRADING AND DRAINAGE PLAN 

 

(FOR NEW COMMERCIAL BUILDINGS AND ADDITIONS OVER 750 SQ. FT.) 

 

➢ Location of job trailers, temporary sanitary facilities and power pole locations. 

➢ Location and elevation of benchmarks. 

➢ Elevation at street and neighboring property lines 

➢ Pad elevation 

➢ Finished floor elevation(s) 

➢ Existing and proposed contours and drainage pattern 

➢ Underground utilities – existing and proposed 

 

 

14.        BLUEPRINT FOR A CLEAN BAY GUIDELINE 

 

➢ Attach 1 copy to 2 sets of plans as second sheet. 

➢ Sheets can be purchased through the City for a fee of $10.00 per sheet or 

        downloaded from the website at www.losaltosca.gov 

 

 

15.        CAL GREEN BUILDING – (2)  8-1/2  X 11 COPIES  REQUIRED 

                                                                                                          

➢ Provide two (2) 8-1/2 x 11 copies of the 2016 CalGreen Non-Residential Checklist 

Mandatory Measures form as applicable.  In addition checklist to be placed as a separate 

sheet inside all sets of plans. This form is available at the planning division or at 

www.losaltosca.gov. 

 

EFFECTIVE MARCH 1, 2018,  YOU WILL BE REQUIRED TO RECYCLE AND/OR REUSE THE 

WASTE MATERIALS FROM YOUR DEMOLITION PROJECT THROUGH ANY COMBINATION OF 

THE FOLLOWING OPTIONS: 

 

1. Employ city-contracted debris box hauler: 

• Mission Trail Waste Systems – http://missiontrail.com/LosAltos/ 

650-473-1400 

 

2. Use a city-approved recycling facility: 

• Zanker Recycling – www.zankerrecycling.com/zanker-facilities 

675 Los Esteros Road, San Jose CA  95134 

408-263-2385 

• Shoreway – www.sbrecycling.net 

333 Shoreway Road, San Carlos CA  94070 

650-802-8355 

• MTWS Transfer Station – http://missiontrail.com/TransferStation/ 

1313 Memorex Drive, Santa Clara CA  95050 

408-727-5365 x514 

• Newby Island – http://local.republicservices.com/site/newby-island 

1601 Dixon Landing Road, Milpitas CA  95035 

408-262-1401 

• Stevens Creek Quarry, Inc. 

12100 Stevens Canyon Road, Cupertino CA  95014 

408-253-2512 

**You must specifically request a weight ticket from Stevens Creek Quarry or 

you will only receive a ticket stating how many loads you dropped off.  That 

will not meet the requirements and you may be subject to penalties** 

 

 

 

 

 

 

 

 

http://www.losaltosca.gov/
http://www.losaltosca.gov/
http://missiontrail.com/LosAltos/
http://www.zankerrecycling.com/zanker-facilities
http://www.sbrecycling.net/
http://missiontrail.com/TransferStation/
http://local.republicservices.com/site/newby-island


 

 

 

DO NOT FORGET TO DECLARE YOU LOAD AS C & D AT THE SCALE HOUSE. 

Please be aware that if operators determine that your load is less than 50% comprised 

of clean wood, metal, cardboard, or other recoverables, they may require you to deliver 

it to landfill or reject it.  Project applicants should make their best effort to ensure 

that each load delivered to City-Approved Facilities contains at least 50% recoverable 

materials. 

 

Any person not in compliance may be subject to an administrative penalty of up to 

$5,000.00 

A limited exemption to the law exists in the Los Altos Municipal Code Chapter 6.14. 

 

 

 

 

ADDITIONAL INFORMATION & REQUIREMENTS 

      

      FIRE SPRINKLERS 

 

➢ An automatic sprinkler system shall be provided throughout all new buildings 

and throughout all existing buildings when modifications are made that include 

additions of fifty (50) percent and/or seven hundred and fifty (750) square feet 

or greater to existing floor area.  Area calculations shall not include existing 

basement floor areas.   

➢ Buildings may also be subject to fire sprinklers depending on distances to 

existing hydrants and the fire flow availability at the site.  This shall be 

determined by the County Fire Department at Design Review. 

➢ All fire sprinkler plans shall be submitted directly to the County Fire 

Department by a California Licensed C-16 fire sprinkler contractor. 

 

 *See definition of “Alteration” under general information.      

 

 

       DEMOLITION 

 

➢ A separate demolition permit is required for the complete and sometimes partial removal 

 of any structure, and must be finalized prior to the issuance of the building permit.  

 Utility companies and other agencies must sign-off on the demolition permit process as 

 early as possible. 

➢ The demolition permit application package can be obtained from the building 

 division. 

 

 

                      UTILITIES 

 

➢ It is the intent of the City to ensure that all new utility services and relocated existing 

utility services are placed underground, including additions of fifty (50) percent of the 

existing floor area and/or an addition of seven hundred and fifty (750) square feet or 

more, excluding existing basements. therefore, the following shall apply: 

 

➢ In areas served by existing overhead facilities, all new service drops shall be 

installed underground from the most convenient existing pole. 

➢ Relocations and extensions of existing overhead facilities shall be prohibited; 

provided, however, relocation of existing poles shall be permitted in some instances 

pursuant to Section 13.20.160 of the Municipal Code. 

➢ The Building Official may grant exceptions to these requirements in cases where 

access across adjacent property is necessary, but is not legally or practically 

available.  (Ord. 07-312 1 (part)). 

 

 

 



 

 

 

      HEALTH DEPARTMENT              

    

 Pursuant to California Health and Safety Code Section 114380, you must obtain plan 

 approval from the County of Santa Clara Department of Health, Environmental Health 

 Services division for any type of retail food or beverage facility in Santa Clara County. 

 Projects include: 

 

➢ Construction of any new food service establishment 

➢ Remodeling or expanding any existing food service establishment 

➢ Conversion of a non-food business to a food service establishment 

➢ Transfer of ownership of any related food service establishment 

 

The above includes but is not limited to restaurants, motels/hotels/bed and breakfast, and 

day care and elderly care facilities 

 

➢ Approval is also required on any new or remodeled public swimming pool 

 

 

 For more information contact: 

 

    SCC Department of Health, Environmental Health Services Division 

    1555 Berger Drive, Suite 300 

    San Jose, CA  95112-2716 

    (408) 918-3400 

 

 

 


